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Prism offers a feature that allows you to duplicate all of the old information from a 
previous requisition in order to speed up the time it takes to input a new requisition.  
Once you find the requisition you want to duplicate you can edit all the same fields that 
you could in an EZ Requisition or a Full Requisition.  However, before you start you 
must know whether it’s a EZ Requisition or Full Requisition that you wanting to 
duplicate. 
 
1.  Welcome Screen 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

Choose 
“Requisitions” 



 
2.  Document Create 

 
 
 
3.  Search Screen 

 
 
 

1.  Select 
“Document Type” 

2.  Select “Requisition 
Type” 

3.  Select “Create From” 

4.  Select “Requisition 
Numbering Masks” 

5. Click 
“Continue” 

 You may choose one 
radio button in order to 
search by your 
requisitions, ones 
assigned to you, or all 
requisitions.                    

This is the drop down box for the “Search Field”. 
Choose the criteria you wish to search by, it defaults to 
requisition number.  After you choose an option you 
must fill something in the “For” box.  For example if 
you search by “Requisition Number”, you put in the 
number you made the requisition.  Otherwise it will not 
narrow the search when you hit display. 



 
4.  Enter in Criteria 

 
 
 
 
5.  Choose the Requisition to Duplicate. 

 
 

1.  I left the radio button on “My 
Requisition”.  I searched by 
“Requisition Number”, and 
entered a requisition number.  
Enter in your search criteria. 

2.  Click 
“Display”. 

Note how the requisition number that I did is 
now available to select.  Choose the 
requisition you desire, by clicking on the 
number, which is underlined. 



 
6.  New Requisition. 

 
 
 
You are now free to edit the requisition to tailor it to your new specifications.  This 
method is great if you have to do several of the same requisitions over the course of 
a year, or if a new requisition is very similar to an older one. 
 

Note how the 
duplicated 
requisition has a 
new number 
now. 


